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Chapter 1. Introduction

Congratulations for choosing the Cambria Toolkit Store as your online store. You have made a great
choice that is backed with the support of Cambriads t al

The Toolkit Store is an affordable solution that will grow with you and can change to meet the needs of
your growing enterprise.

Toolkit Store Helps

You are not on your own with this store. You have this manual and a growing Frequently Asked
Questions page on the Cambria Store web site. Besides that, you can always call our offices and talk to
a designer or programmer. Our normal hourly charges may apply.

Making Changes To Your Store

You can always change anything about your store. We are not a template organization and can make
any programming or design change that you desire. Just call us for an estimate.

You can also make changes to the store at any time. Many of our customers start with the standard store
and then start adding bells and whistles once their store gets off the ground and has established a
customer base.



Chapter 2: Getting Started

Your store is purchased and | oaded onto the hosting col

You should remember two URLS:

A Your domain name or IP address (http://www.YourStore.com/ or http://65.198.78.70/)
A Your administration area (http://www.YourStore.com/admin/ or http://65.198.78.70/admin/)

The main pages are where your customers will shop and the administration pages are where you will
manage your products, customers, orders, and site design.

Logging Into The Administration Area
Open your browser and type in your administration area URL.

J File Edit Wiew Favorites Tools Help

| wBack + = - D [2] 4| Qsearch

| Address | http:j/6S.198.78.118/admin

This will bring you to the Administration Area login screen.

bagkworm
ﬁblisf, Administration Area

User Name: I

Password: |

Type in the user name New and the password Adminand t hen choose the

ALogind bu
now be logged into the Administration Area.

Store Administration Pages

Welcome, New Administrator!



Changing the Administration User Name and Password
Because all of our stores start out with the same user name and password, it is really important to change
your user name and password right away.

At the bottom of the administration home page, |l ocate
Admini stratorso.
e Manage Frequently Asked Questions
e Manage Site Administrators
e "Toolkit"
Choose the | ink ACIri cakdnmheriesttroateodd .andtthda s | ocated abo
Administrator column.
Manage Site Administrators
Process/Charge Orders-All Click here to add another administrator.
Process/Charge Orders
hi -4l . Fan 5
SnipordetsoAl View/Update Administrator Delete Admin
Ship Orders
Search For Orders O D
View All Orders
At the AAdd an Administratoro page, type i your infor
wi || remember . When you are finished, choose the Add
First Name: | [Kathy
: Helpful hint: Write your user name and password here for
Last Name: | [Fisher future reference.
Ernail: |kathy@cambria.com
User Name: | [Kathy User Name:
Password: |636wave
Password:
Add Record l
You now should have two administrators in the list.
View/Update Administrator Delete Administrator First Name Last Name
o o New Administrator Fisher
o (] Kathy Fisher




We now need t
underneath th

o5t Q0

| e
I

0] e te the other one so it canot be use:
e Del ete Administratoro column next to t

Delete an Administrator

Process/Charge Orders-All First Name: New Administrator
Process/Charge Orders

Ship Orders-all Last Name: Fisher

Ship Orders Email: new@cambria.com
Search For Orders

View All Orders User Name: New

pipies Password: admin

Manage Products

Manage Categories Date Created:

Mansge Stabiz-codes Date Last Login: | 11/4/2002 2:26:35 PM

Manage Customers

Manage Vendors
Delete Record |

Manage Vendor Statuses

At the fADelete an Administratoro screen, choose the AD
to make sure you are sure that you want to do this.

Choose nAOKO.

Microsoft Internet Explorer w x|

(\?) Are you sure you want to delete this record everywhere in the system? If vou select 'OK', you will not be able to

reverse this process.
Cancel

Continue adding Administrators until you have added everyone in your system. You can delete
administrators as needed, but always | eave one or you?ol

To update an administrator, choose the gray button und:
is where you can change your user name and password.

Log Out and Log In With New Name
Now that you have created a new user name and password, please log out and log back in with the new
user name and password.

To do this, choose the fALog Outodo optionighiowithywtrurn t o t |
new user name and password.



e "Toolkit"
e Log Out

e Return to Main Web Site

Add Your 6Coming Soondé I nformation
1y

Before your store is fu operational, we recommend t
customers when to come back and visit you.

Please note that even though your customers will not be able to shop at your store until it is finished, you
will be able to see all of the aspects of your store once you log in as an administrator.

Choose the ATool kitd optieon on your administration

pag

e Manage Site Administrators

e "Toolkit"

e Log Out

This brings you to the ATool kitodo page. Choose the opt |
e Launch Your Site

© Turn onfoff the "Coming Soon" page

Change the option for Als your site ready to | aunch?0d
Is your site ready to launch?

Mo =

Updatel
We have to adjust the 6Coming Soon6 text to your infor.
AComing Soon text that will appear éo

e Modify Page Text
O About text that tells about your business
O Business Mame for Email Auto Replies

O Coming Soon text that will appear until your site is ready to launch



On the Modify Page Text screen that appears, add whatever text you would like your customers to read

unt il your site is ready to go.

Thank you for wisiting our site! ;J

We will be ready to launch in a few weeks.
Please stop by then and have the full shopping
experience.

Until then, please call 610.896.2821 and order by
phone.

Update I

You are now ready to work on your

When you

storeds

ar e

desi

fi

gn

ni

shed,

and

p



Chapter 3: Modifying the Store Text

Choose the fiToolkitd option on your administration pag:¢

e Manage Site Administrators

e "Toolkit"
e Log Out
We wi | | be going through the first section titled AModi

the Simple HTML formatting found in Appendix A to help you spice up your text.

e Modify Page Text

O About text that tells about your business
Business Marme for Email Auto Replies
Coming Soon text that will appear until your site is ready to launch
Contact us information
Copyright text on bottorn of store pages
Email Address for Auto Replies
Introductory text on the first page of your store
Meta Description - short description that search engines use to describe your site
Meta Keywords - keywords that search engines use to find your site
Title that appears in the blue bar at the top of your browser
Welcome title on the first page of your store
Your Website's URL for the Email Auto Replies

About Text
Click the first link: © About text that tells about your business

0000000000

This is the text that wild.l be on your websiteds fAAbout
then choose the AUpdated button.

CD Czarina started in November of Z002Z to promote ;I
and sell CDs by female artists that may be
unavailable at other CD companies.

Kathy Fisher founded the CD site after having
problems finding the CD "Live in Philadelphia'”™ by
Voices on the Verge at major retail stores and on
online CD stores.

5% of all of the proceeds for this store will go
to benefit female musicians through the "Girls
Rock" foundation.




Advanced HTML users: You will not have to put in any break or paragraph tags into this box. The

system replaces the carriage returns you type in for these tags.

This text wild.l now be available on the

Sited |link and then the fAAbout Uso |

About Us

CD Czarina started in November of 2002 to promote and sell CDs by
fermale artists that may be unavailable at other CD companies.

Kathy Fisher founded the CD site after having problems finding the CD

"Live in Philadelphia" by VYoices on the VYerge at major retail stores and
on online CD staores,

5% of all of the proceeds for this store will go to benefit fernale
musicians through the "Girls Rock" foundation.

Business Name
Click the next link: © Business Mame for Email Auto Replies

An email is automatically sent to your customers when they make a

About Us
nk at the top

purchase from your site. This is the business name that will appear in the
email.

|cD Czarina

Make your changes and choose theleokifi Updat eo

Coming Soon Text
See Chapter 2 for a detailed explanation.

Contact Us
Click the contact us link; © Contact us information

This is the text that will appear at
Type in your contact information and
CD Czarina ZI

P.0O. Box 1234567890

Ardmore, Pennsylvania 19003

610.896.2821 Phone

610.896.25844 Fax

<@ href="mailto:InfolfcdCzarina.com?subject=CD
Czarina Store">InfolcdCzarina.com</a>

t he

t hen

button

bottom

choose

One major difference about the contact information is the email address. You will probably want to
provide your visitors with an email address. You can either (1) type this in without the extra tag

page.
of

t

of

t

(o]

t

he

ref

he

i



information and let them cut and paste it into their email program to email you. Or (2) you can make it a
link that will bring up their email program with your email address in the To: field already.

To make it a link, type in the following without extra carriage returns, tabs, spaces, etc.

<a href=0mailto:youremail address@yourdomai nname. como >
youremailaddress@yourdomainname.com</a>

You can also add a subject to this link. To do this, type in the following without any extras.

<a href=0mailto:youremailaddress@yourdomai nhname. com?su
youremailaddress@yourdomainname.com</a>

¥ CD Czarina Store - Message (Plain Text)

Jﬁile Edit Yiew Insert Format Tools Actions Help

|=ed @S| 2@ &0 | @
When your visitor clicks this link, it will bring up

their email program with the To field and To... I lyouremailaddress@vourdomainname.com

Subject field already filled out.
] y e “

Subject: IM'y‘ Subject

Copyright Text
Click the next link: © Copyright text on bottorn of store pages

This is the copyright text that appears at the
bottom of your web pages.

To make the copyright insignia (©), type in

&copy;.

I&copy; 2002-2003 CD Czarina. all Rights Reserved.

Make your changes and choose the AUpdateo button to re:

Email Address
Click the next link: © Email Address for Auto Replies

An email is automatically sent to your customers when they make a [info@cdCzarina.com
purchase from your site. This is the email address that the emails will

be from.

Just in case they reply to you, make sure this is a valid email address.

Make your changes and chooset he fAUpdated button to return to the Too



Introductory Text
Click the next link: © Introductory text on the first page of your store

This is the introductory text on the home page of your store. Make your text changes and choose the
AUpdated button to return to the Tool kit.
Meta Description

Click the next link: © Meta Description - short description that search engines use to describe your site

The Meta description is used by search engines to give a description of your site once it appears on their
listing. Most search engines only let you have a maximum of 30 words, so be brief.

Welcome to CD Czarina! We sell all female music ;I
all of the time. 5% of all proceeds benefit up-
and-coming female musicians.

Make your changes and choose the fAUpdated button to re:

Meta Keywords
Click the next link: © Meta Keywaords - keywords that search engines use to find your site

The Meta keywords are used by search engines to bring your site up when people search on a variety of
keywords. Most search engines only let you have a few, so it is better to be brief and to put your best
ones at the front of the list.

CD store, female musicians, female music, female _*_I
artists, girls rock, buy CDs, buy Compact Discs,
buy female music

Makeyourc hanges and choose the fiUpdatedo button to return |

Title
Click the next link: © Title that appears in the blue bar at the top of your browser

This is for the wording that appears in the title bar of & (R YR I ER T Te LT {® e g A= g

the browser. File Edit View Favorites Tools Help

Make your changes and choose the AUpdated button to
return to the Toolkit.

Welcome Title
Click the next link: © Welcome title on the first page of your store



This is the title that appears on the home
page of your main site, just above the
introductory text.

Welcome to CD Czarina!

CD Czarina sells all female music all of the time.

Make your changes and choose the

AUpdated button to return to the Tool kit.

URL
Click the next link: © Your Website's URL for the Ernail Auto Replies

An emalil is automatically sent to your customers when they make a
purchase from your site. This is the URL that the emails will bring your
customers back to view their account, buy more products, etc.

Ihttp iwww,.cdCzarina.com/

Make sure that the full web address is shown, starting with the http:// and ending with the /.

Change the URL and choose the AUpdated button
Frequently Asked Questions

There is one text item that is not part of the
FAQO6s. They update the fiHel pd page on your sit
Click on the fiManage Frequ e Manage Frequently Asked Questions ons
There are already two FAQO6s in the system for

in time.

Click here to add another FAQ.

View/Update FAQ Delete FAQ Question
I'm having a problem adding
o o iterns to the shopping cart.
I'm having a problem logging
o o into my account information.

As you work with your store and your customers, you may find other questions coming up with your
customers. You can add, updateanddel et e FAQ6s through this area
they email you.

See the above instructions for adding, updating, deleting Site Administrators for specific instructions on
how to use the add link and the update and delete buttons.

O retur |

fTool ki f
e.

uestion:

to helop



Chapter 4: Modifying the Store Design

Choose the fiToolkitd option on your administration pag:¢

e Manage Site Administrators
e "Toolkit"

e Log Out

In this chapter, we will be going over the following sections to modify the pictures and colors of your site.

¢ Modify Logo and About Picture
O Logo
O About Picture

¢ Modify Colors/Buttons/Links

O Admininstration Area
Background/Font/Links/Button Colors
Cart/Checkout Page
Product Page

o]
(o]
(o]
O Product Detail Page

Uploading Pictures

To preface this section, we are assuming that you know a little bit about pictures for the web and how to
resize them. If you do not, please call us to have one of our designers help you out.

Modify the Logo
To change the logo to yours, click the Logo link: © Lodo

Unlike the product pictures, we did not want the system to resize the images in case you wanted a larger
or smaller size to fit in with your sit e®6selsdighdoi gn. We
not take up too much space.

Click the link to change your picture; ©ick here to change your picture {10902.9if).  Thig will bring up the
upload window so you can upload your picture into the system.

Upload Your Picture
Choose your file* I Browse...l

*All pictures must be either .jpeg, .jpg, or .gif files.

*We recommend that the height of your picture be approximately
100 pixels. Our example site uses a picture that is 100 pixels high
by 170 pixels wide.

Upload Picture




se the ABrowseodo button to find your picture. Once
AOpend button.

Look in: |EiCDCzarina E’ & ok E3-

Choo
t h

@® O

Desktop

= File hame: Ilogo_czarina1.gif ;I '
My Network P... -'
Files of type: | &1l Files (%) ~| Cancel I
v

This wil!l bring you back to the upload window with the

Upload Your Picture

Choose your file*  |C:\Documents and Set  Browse... I

*all pictures must be either .jpeg, .jpg, or .gif files.

*We recommend that the height of your picture be approximately
100 pixels. Our example site uses a picture that is 100 pixels high
by 170 pixels wide.

| Upload Picture |

Choose the AUpload Picturedo button to upload your pict
to close the window.

Picture Uploaded

Your picture has been uploaded. Click here to close the window,




This will refresh your browser window and you will be able
to see your picture displayed on the page.
Add the alternate text that your visually impaired visitors ~— Cd

require and then choose the czarina

If you hover your mouse over your logo in the upper left
hand corner of your browser window, you will see the _
yellow alternate text appear. |CD Czarina loga

d

Modify the About Picture

({cD Czarina logo) Follow the above instructions, except click on this link © About Picture
o =t and upload a picture that is no more that 350 pixels wide.

Modifying Colors

Choose the link for © Background/Font/Links/Button Colors  Thjs option has the most extensive list of
changes that we can make.

The link will open up a new window. Maximize this window by clicking on the center =10ix|
(or maximize) button in the upper right hand corner of your browser.

This page has a list of options, such as Main
Background Color, followed by a text field with a
6-digit value in it.

Background Color: IFFFFFF
This 6-digit value is called a hexadecimal code.

This is what your browser needs to figure out Text Color: [oo0000
what color you want each option.

Link Color: |003399
For example, your main background color is
currently white (FFFFFF). Change this value to Link Color (Hover): |6666CC

light gray (EEEEEE) and then choose the
AUpdat ed button

This is sample heading. Update |

Now, the main text is a light gray.

This is a sample paragraph. This is a sample p
sample paragraph. This is a sample paragrapt
paragraph. This is a sample paragraph. This is
paragraph. This is a sample paragraph.

This is sample bold text.

Go through each option in the Modify Colors/Buttons/Links section. If you need any help, please feel free
to give us a call.



The Color Pickers
The color picker helps at the top of your screen will help you to figure out the hexadecimal codes for your
desired colors.

They both provide the same function, but you may like one better than the other.

Color Picker Help 1 Color Picker Help 2

Color Picker Help 1
Choose the first color picker. This will bring up a different window.

7} Color Picker - Microsoft Internet Explorer j i Click your left mouse button down
and hold it as you drag your
mouse arrow over the rainbow-
colored box.

As you do so, notice that the Hex
Code and box next to it change.

Hex Code |#204GBF

The slide bar on the right of the
rainbow-colored box will make
the color lighter (as you click and
drag up) or darker (as you click
and drag down).

The slide bars on the bottom
make the color more or less red,
green, or blue.

When you find the perfect color,
type in just the 6-digit code
without the # sign into your main

age.
Hex Code |#snsnsn . pag

|&] visit Navsurf.com at httpifjnavsurf.| | [ |4 Internet Y

Color Picker Help 2
Choose the second color picker. This will bring up a different window.

|
v W 4 |
i




rosoft Internet Explorer ) - IDIA_I

Solid color:

RGB triplet:

[#FFFFFF

1255
G: I255
|255

lé] Applet started, ’_ ’_ ’_ IO Internet 7

This is a similar color picker, except that you click without dragging your mouse.

The rainbow-colored bar changes the colors in the larger box. Clicking with your mouse in the larger box
will change the Solid Color and the RGB triplet (Hexadecimal Code).

Test It Out
When you are finished modif yiondlatime Sddle@dr 4, nkl it ok malke
looks good.

HOME ABOUTUS PRODUCTS HELP MY ACCOUNT WISHLIST VIEW CART

Welcome to CD Czarina!

CD Czarina sells all female music all of the time. Please feel free to brows
We qgive 5% of all of our proceeds to benefit up and coming female music

Children's Books If you have a favorite artist and do not see them here, please contact us

Nonfiction Some recommendations for you:

Literature & Fiction
The Ordinary Princess

Along with Wit, Charm, Health, and Courage, Pri
christening qift: Ordinariness. Unlike her six bea

bookworm bliss wares




Chapter 5: Adding the Products

Youdbve modified the text and modified the | ook and feel
products to your store.

Product Categories

The first thing that you need to add is the product categories.
These are the main options that you can see along the left menu
in the main site.

Children's Books

Monfiction

Choose the AManage Product Cat
administration main menu.

on from t he

Literature & Fiction

e Manage Products bookworm bliss wares

e Manage Product Categories There are four product categories in ¢t
e Manage Product Status Codes  them so we can start out with our product categories.

To del ete t hem, choose the button under the nDelete Pr

Delete Product Category \ Category Name

] | bookworm bliss wares

This will bring you to the Delete Category window.

Category MName: bookworm bliss wares

Category Description: | T-Shirts, Mugs, Bookmarks...

Sort Order: 4

Recomrmended Product: | bookworm bliss Mug

| Delete Record I

Choose the fiDelete Recordo button. 't will ask you if
Continue deleting product categories until there are none left.

Now, wedll add in our product categories. Choose the |
There are no product categories. Click here to add a product category,

This will bring us to the Add Category window. Type in the category name that will appear on the left
menu, the category description that will appear on the products page and the sort order that you want it to
appear in on the left menu.

Whenyouarefi ni shed, choose the AAdd Recordo button.



Category Name: IModern Folk

The songwriters, singers and :J
players of modern folk. Ani

DiFranco, Tracy Chapman, Dar

Williams and more.

Category
Description:

Sort Order: Il

Recormnmended
Product
(for Home Page):

After you've added this category, add/update some pro¢
a recommended product,

I Add Record I

Continue adding product categories until you are finished with the ones you want for your store.

Product Statuses
The next thing that you need to add is the product statuses. This e Manage Products
will determine what people can purchase from your store. e Manage Product Categories

¢ Manage Product Status Codes
Choose the AManage Product Status <wuucosu upition from t|

administration main menu.

There are three main product statuses and they are already in your system, although you may want to
rename them to something that makes sense to you.

Product Status Post On Site? Post "Not Available™?
Available True False
Out Of Stock False False
Temporarily Out Of Stock True True
Available has ATrueo for APost On Siteo andprdgdkca|l seo f o

will be posted on the site and your customers can purchase it from you.

Out of Stock has fAFalseo for APost On Sited and fAFal se;
product will not be posted on the site and your customers will not be able to see it to purchase it from you.

st On Siteo

Temporarily Out of Stock has fATruebo r fAPo
ite, but it wi

fo
that the product wildl be posted on the s
will not be able to purchase it from you.



iA Man Na
Out of St
Heaveno is marke

For exampl e,
ATemporarily
Up To

When you click on AA M
the product details, instead of having the Add

To Cart/Add To Wish List buttons, the product
simply says:

This product is currently not available

L1t stwimis mis s |
DAVE PELZER

%

A MAN
NAMED DAVE

A Man Mamed Dave:

A Story of
Triumph...
Price: $8.80

Mot Available

A Song Flung Up to
Heaven
Price: $14.37

Add to Cart

Vendor Statuses

The next thing you have to take a look at before yo
is vendors and vendor statuses.

u add products .

Manage Custorners
Manage Vendors
Manage Vendor Status Codes

Choose the AManage Vendor Stat.¢ from t h
administration main menu.
View/Update Yendor Status Delete Yendor Status Vendor Status
o (] Great
o (] Out of Business
o (] Slow To Deliver
This is where you can add descriptors of the vendors t|
vendor statusod to add ot herdadpet iVemgd,ort 5d alt wtstoornt of are nfa\m
options and the button for ADelete Vendor Statuso to d
not use.
Vendors
Now that wedbve added our vendor we now C .
® Manage Customers
our vendors.
e Manage VYendors
. e Manage Vendor Status Codes .
Choosethe fiManage Vendorso option - stration
main menu.
There is one vendor in the system. Letbds delete it so
Note: What i f you dondét have any vendors? The system req
either have us change the system to not require vendors (more expensive) or add a fake vendor to the
system to use. This is much more cost-effective.
To delete them, choose the button under the fADelete Vel



Delete Yendor |

Company Name

o

I Random House

This will bring you to the Delete Vendor window.

Vendor Status:

Great

Company Name:

Random House

Address Line 1: | None

Address Line 2:

Address Line 3:

Choose the fADel ete
No w, we 61 | add in ou

Recordo

r vendor s.

There are no vendors, Click here to add a vendor,

button. It

Choose

t he

This will bring us to the Add Vendor window. Type in the information about this vendor and choose the

AAdd Recordodo button.
vendor Status: || Great |
Company Name: lRykodisc

Address Line 1:

{123 Broadway

Address Line 2:

Address Line 3:

City: {new York

State: | New York =~

Zip: W

Country: |United States -
Use the option for AAdd another
rename or update any oftheven dor s and the button

you will not use.

Sizes

You may have products, like T-shirts or other clothing, that come in multiple sizes. Your system will add a

column for these products with a drop-down list in the size column.

vendor o
for

to
fiDel

add
et e

you if
ck here
ot her v

Vendor 0O



Product Itern # Price  Size Color Quantity
bookworm -

; % 3 Extra Small ~| | white ~| |1
bliss T-shirt 1029 $15.00 l .................................................................................... l :I I

Small
Medium
Large

Extra Small

Extra Large {($1.00 more)

Note before you skip this section: You can be creative with the size and color fields. For example, you
make the sizes
column to say Recording Type instead. This, for example would be less than a $25 change.

coul d

This change would give you the flexibility to add in one product with different prices for different recording
having
product .

types instead of

Cassetteodo as a second

be

fCassetteo,

Add to Cart

ACDo,

and

AVinyl

toOD@adals ioondLpwveduant Paid afileil ypeérii

Before you can select the specific sizes for each product, you will have to add all of the sizes for all of

your products to the system.

Choose the AManage
administration main menu.

Your system comes with the following sizes:

Click here to add another size,

Si ze

Codes o Manage Color Codes © M

e Manage Size Codes

t he

View/Update Size Delete Size
J J Extra Large
o ] Extra Small
] ] Large
J ] Medium
J ] Small
Del ete any of the size codes that you will not

add your size codes, and choose the View/Update Size button to make any changes to the size names.

Colors

You may have products, like coffee mugs or clothing, that come in multiple colors. Your system will add a

column for these products with a drop-down list in the color column. It will also add a series of color
boxes that your customers can see to help them decide between colors.
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Product Item # Price Size Color Quantity
bookworm -

; Extra Small 'I White | |1
bliss T-shirt 1029 $15.00 | l : !

Before you can select the specific colors for each product, you will have to add all of the colors for all of
your products to the system. Remember, you can always add more, so you can just add the ones for
your current products.

Choose the AManage Color Code rom t he

.. . . e Manage Color Codes
administration main menu.

e Manage Size Codes

Your system comes with the following color codes:

View /Update Color Delete Color
o O Black
J o Dark Blue
J [ Dark Green
J o Gray
0 O Light Blue
o o Light Green
0 O Pink
o o Purple
o J Red
J o White
J o Yellow

Choose the View/Update Color button next to the first color on the list.



The color codes have a picture function associated
with them that allow you to put pictures of the colors
and patterns that your customers can see with their
product:

IO

Choose the 6Backd button on your browser to return

you will not be using.

To add a col or

, choose the AClIick hewamwtheéro add
coloro |ink.

This will bring us to the Add Color window. When the screen
appears, type in the color name. When you are finished,
choose the AAdd Recordodo button.

You will now come to the Update Color screen where we can add pictures of the color/pattern.

Adding Pictures

There are two ways to add pictures to your product. The first is to add a picture and let the system
automatically resize it for you. This is the recommended way.

However, you can also create properly sized pictures in your graphics programs and upload them

yourself. There are 3 reasons for this method: (1) You like doing it all yourself, (2) You would like to make

the pictures a different size, (3) You need to upload .GIF images.
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